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COMPUTER APPLICATIONS TECHNOLOGY P1

(SEPTEMBER 2013)

QUESTION 1 File: gq1Thermo_Rec

No.

Criteria

Max.

Mark

1.

Open the file g1lThermo-Rec

11

Paragraph spacing
e Paragraph spacing set to 10 pt/2 lines/0.35 afterv’
e entire documentv’

1.2

Margin
e Right-hand margin set to 1.3 cm for the entire documentv’

13

Document layout
e Full justification — whole documentv’
e Automatic hyphenation zone changed to 0.5 cmv’

1.4

Heading:

WordArt/Fontworks
e WordArt style 1 applied to “THERMO-REC”V
e 3D Parallel style 1v

e Curved Right Arrow and the Curve Left Arrow inserted in
correct positionv’

e Group WordArt and Arrowsv’

e Grouped logo - Width 10 cmv’

e Grouped logo - Height 3 cmv’

e Grouped logo - Centred horizontallyv’
e Centred relative to pagev’

15

e Correct image insertedv’

¢ Displays centred horizontallyv'

e Border 3 pt widev’

e Border bluev’

e Picture background set to appear transparentv’

1.6

Styles
e Heading 2 style modified to appear in a red font colourv’
e Automatically updatedv’

1.7

Page Numbering in Header
e Page numbering changed to a, b, ¢ etc. formatv’
e Different Odd and Even Pages selection removedv’

e The same format and continuous page numbering appear in
the header throughout the documentv’

1.8

Drop Cap “T”
e Drop Cap appears in marginv’
e Drops over two linesv’

1.9

Watermark
e Correct spellingv” “ Recycling”
e Semi-transparentv’
e Runs diagonallyv’
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1.10 | Find and Replace — All occurrences of “Thermo Rec” appear in: 3
e Small capsv
e Outline effectv’ and
e Thermo Rec — both words changed throughoutv’
1.11 Columns 5
e Three columns createdv’
e First column is 6 cm widev’
e Second and third columns are 4.5 cm widev’
e Vertical line between columnsv’
o Column breaks ensure that every paragraph starts at the top
of a new columnv’
1.12 Line spacing 1

e Entire document line spacing is set to 14 ptv’

[37]
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(SEPTEMBER 2013)

QUESTION 2 File: g2Waste
No. Criteria Max. v | Mark
2. Open the file g2Waste
21 Date 2
e Date field inserted in the page headerv’
e Automatic update selectedv’
2.2 Page Setup 2
e Gutter position changed to left and 1 cmv’
e Paper size changed to A4V
2.3 Table of Contents 2
e Automatic Table of contents insertedv’
« Only the Heading style “NEW” is used in the table of
contentsv’
2.4 Bullets 4
e Bullets applied to the correct textv’
e Garbage.jpg image is used to define the bulletsv’
e Bullets centre alignedv’
e Bullets appear at the left hand marginv’
2.5 Hyperlink removed 1
e Hyperlink removed from the word “SCOPING”v
2.6 Spelling errors corrected 1
e Spelling error correctedv’
2.7 Bookmark 1
o Bookmark named “First” is added to the picture on the first
pagev’
2.8 Table 8
e Correct text is converted to a tablev’
e Heading in the first row is in uppercasev’
e First row is mergedv’
e The first two rows are centred vertically and horizontallyv’
e Text direction is vertical in the second rowv’
¢ Height of the second row is 3 cmv’
e First row is shaded greyv’
e Borders are added as shown in the examplev’
29 Formulain Table: =Count(Above) 1
e Sum is changed to Countv’
2.10 Chart 2
e Chart is moved to the correct positionv' (“FEEDSTOCK”
columns)
e Textis wrapped around chartv’
211 Hyperlink added to link to bookmark 1

The word “FIRST” is hyperlinked to the bookmark “First”v’
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2.12 Page Orientation 1
e Orientation of the last page is changed to Landscapev’
2.13 Field inserted in footer 3

e Field containing the name of the Author is insertedv’
e Ontheright hand side of the footerv’
e Formatted in Uppercasev’

Field
Flease choose a field Field properties
Categories: Mew name:
) 7]
Field names: Format:
= (Formula) - EI'IDI'IEE
AddressBlodk = DPE!
Advance | Lowercase
Azl 2 First capital
[T | | |Tite case
AutoMum
AutoMumLgl
AutoMumOut
AutoText

[29]
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QUESTION 3 File: g3Certificate, q3Final
No. Criteria Max. v | Mark
3. Open the file g3Certificate
3.1 Table converted to text 1
e The table shaded in yellow has been converted to text and
commas were used as separatorsv’
3.2 Table deleted 1
e The table shaded in blue has been deletedv’
3.3 Art Page Border 1
¢ Any page border from the Art gallery has been insertedv’
3.4 Mail Merge
34.1 o The table called DATA in the g3Details.mdb database is 1
used as the data sourcev’
3.4.2 e The certificates are sorted in descending order according 1
to Surnamev’
3.4.3 e Certificates are only awarded for Dedication as 1
Outstanding Qualityv” (3 records comply to this criteria)
3.4.4 Sections between <<>> have been replaced with the relevant 2
merge fields:
e Name replacedv
e Surname replacedv’
3.45 e The final merged certificates are saved as g3Final.doc in 1
the 2013 EXAM DATA folderv’
3.5 Subfolder created 2
o A subfolder called “Certificate “ has been created in the
2013 EXAM DATA folderv’
e The q3Final.doc document is moved to this folderv’
3.6 File saved in PDF format 1

e A copy of the g3Final.doc document has been saved in
the Certificate subfolder in pdf formatv’

[12]
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COMPUTER APPLICATIONS TECHNOLOGY P1

QUESTION 4 File: g4Calculations

No.

Criteria

Max.

Mark

4.

Open the spreadsheet g4Calculations and work in the Sales worksheet

4.1

Row 1
e Cells Alto I1 are mergedv

e Main heading “Turning Waste into Job Opportunities” is

centred horizontally and verticallyv’
e Font: Arial Black 27 pt v

3

4.2

Row 2
e Text Orientation of the headings: changed to 86°v
¢ Row Height: changed to 75v
e Text Wrappedv
e Blue fill colour added to cells with headingsv

4.3

All the data is clearly visiblev’

4.4

Range F4:F29
e Formatted in South African Currencyv’
e No decimal placesv’

4.5

Cell C4 =UPPER(D4&"/"&LEFT(E4,3)) OR
=UPPER(CONCATENATE(D4,”/”,LEFT(E4,3)))
e =UPPERV
e CONCATENATE or & operatorv’
e Cell D4V
o IV
LEFT(E4,3)v

4.6

Cell F9 =VLOOKUP(E9,VLOOKUP!$B$2:$3C$27,2,FALSE)
e Correct Cell E9V
e Correct sheet Range Absolute referencedv’
e 2" Columnv
e FALSEV

4.7

Cell F30 =MODE(F4:F29)
e =MODEY
e Correct Rangev’

4.8

Cell F31 =ROUND(AVERAGE(F4:F29),0)
¢ =ROUNDY
e AVERAGEY
e Correct Rangev’

¢ Rounded to 0 decimal places and correct use of bracketsv’

4.9

Cell F33 =COUNTIFS(A4:A29,"Mr",D4:D29,"DBN")
e COUNTIFSY
e Correct Range A4:A29v
e Criteria “Mr"v
e 2" Correct Range D4:D29v
e Criteria “DBN"V
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(SEPTEMBER 2013)

4.10

Cell F36 =LARGE(G4:G29,2)
e =LARGEVY
e Correct Range G4:G29v
e Criteria2 v

411

Cell F37 =COUNTBLANK(14:129)
e =COUNTBLANKY
e Correct Rangev’

412

Cell K4 =(F4*$K$3)+F4 OR =F4+(F4*$K$3)
e Correct calculation F4*$K$3 v/
e Absolute referencev’
e Correct Cell added: +F4v

4.13

Cell M4 =AND(G4>250,L4>8) OR
=IF(L4>8,IF(G4>250,"TRUE","FALSE"))
e Brackets and use of =AND functionv’
e Criteria G4>250v
e Criteria L4>8 v

4.14

Cell G31
e Comment removed

4.15

Cell F38 =LEN(I20)
e LEN functionv’
e Correct Cellv’

[44]




(SEPTEMBER 2013) COMPUTER APPLICATIONS TECHNOLOGY P1 9
QUESTION 5 File: g5Quarterly
No. Criteria Max. Mark
5. Work in the Data worksheet
51 Range C3:H3 1
e Diagonal borders have been addedv’
5.2 Row 1 1
¢ Picture moved from the Image worksheet to the left of the
heading in Row 1 of the Data worksheetv’
5.3 Cell B12 =SUMIF(A4:A9,"B",C4.C9) 3
e 1% Correct Range A4:A9v
e 2" Correct Range C4:C9v
e Correct criteria "B" v
54 Range C4:H9 3
e Original Conditional Formatting for this range is removedv’
e New condition added: >R65 000v
e Formatting for new condition: filled with a yellow colourv’
5.5 Range A4:H9 Sorting 4
e First sorted by Districtv’
e Indescending orderv’
e Secondly sorted by Branchesv
e Inascending orderv’
Work in the Totals worksheet that is renamed to Sales
5.6 Cell B2 =SUM(Data!C9:H9) 2
e Correct functionv’
e Correct Cell Rangev
5.7 Worksheet — Totals renamed 2
¢ Renamed to Salesv’
e Tab colour redv’
5.8 Cell C2 =IF(B2>=400000,"Excellent",IF(B2>=300000,"Good"," ")) 5
e Nested IF constructed used correctlyv’
e Criteria for Excellent is correctv’
e Criteria for Good is correctv’
e Criteria for empty cell is correctv’
e Function filled down for the Range C2:C7v
Work in the Password worksheet
5.9 Password worksheet 1

e Password removed from the worksheetv’




10

COMPUTER APPLICATIONS TECHNOLOGY P1

(SEPTEMBER 2013)

Work in the Graph worksheet

5.10

Graph edited

Graph appears in a new sheet called Chart (not as an
object in the sheet)v’

Chart title above the chart reading: “Total Sales”v

Chart changed to a Pie chartv’

The Legend appears above the chartv’

Data labels - percentagesv’

Data labels - position of percentages Inside Endv’

Data labels - font size 36 ptv’

Data labels — font colour whitev’

The largest segment/slice has been exploded/pulled outv’

The largest segment/slice is filled with the image named
Greenv’

10

[32]
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QUESTION 6 File: g6Branches
No. Criteria Max. Mark
6. Work in the RecycledStock table
6.1 ItemImage field 2
e Data type changed to OLE objectv' (OR Hyperlink)
e Image Green.bmp added to the Norwood branch in Cape
Townv’
6.2 InStock field 1
e Field Size changed to Doublev’
6.3 Field added 2
¢ New field named Title is addedv’
e The Title field appears above the PersonResponsible
fieldv’
6.4 Title field 3
e List Box addedv’ (OR Combo Box)
e Value listv’
e Correct Raw Source data: Mr; Mrs; Msv’
6.5 City field 1
e Sorted in descending orderv’
6.6 City field 1
e Field properties: > added to formatv’
6.7 InStock field >=1 And <=9000 OR Between 1 And 9000 3
e Validation Rule: Correct conditionsv’
e Validation Rule: Andv’
¢ Any relevant Validation Text e.g.: “Stock must be any
number from 1 to 9000"v
6.8 BranchCode field - Input Mask  ???0000"-REC" 3
e 7?77 (optional letters)v
e 0000 (required numbers)v’
e "-REC"V
6.9 BranchCode field 1
e Required: Yes selected v
6.10 | Table gridlines 2

e Only the vertical gridlines showv’
e Vertical gridline colour is Redv’
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Work in the NewValue query

6.11 NewValue query has been modified as follows: 6
e Hidden fields Unhidev’
e CurrentValue field is sorted in Ascending orderv’
Calculated field: NewValue:[CurrentValue]+([CurrentValue]*0.2)
¢ New field name: NewValue: v’
e Correct field multiplied by 20%: [CurrentValue]*0.2v
e Correct field added and correct use of bracketsv’
¢ NewValue field is displayed in South African currencyv’
Work in the Stock query
6.12 Stock query: 5
Field: | City Colour
Table: | Recycled Stock Recycled Stock
Sort:
Show: v v
Criteria: | Like "JHBE*" “Blue’
or | "Cape Town’ “Red’
e Query called Stock is createdv’
e Following fields are displayed: City; Colourv’
e 1% Correct criteriav (give mark even if wild card is left out)
e Use of wild card * in the first criteriav’
e 2" Correct criteriav’
Work in the RecycledStock form
6.13 RecycledStock form: 5
e Green logo inserted to the Form Headerv’
e Date added as a function in Form Footer = Date()v’
e Background colour of Branch field name is change to any
colourv’
e Combo box inserted for Colour fieldv’
e Correct list added: Blue, Yellow, Green, Red and Blackv’
Work in the Branches report
6.14 | Branches report 5
e Grouped according to the City fieldv’
e New field Label created in the Page Header: TotalValuev’
e Correct calculation in Detail area: *v
e Text box used for the formulav’
e Correct fields used : =[InStock]*[CurrentValue]v’
[40]




(SEPTEMBER 2013) COMPUTER APPLICATIONS TECHNOLOGY P1 13
QUESTION 7 File: g7Answers
No. Criteria Max. v Mark
7.1 e 20ptv 1
7.2 e Lewisv 1
7.3 e Recyclingv 1
7.4 e 10660V 1
75 e Footnotev’ 1
7.6 Frons | D |t 1
Tab stop position: Default tab stops:
16 cm 1.27 cm =
16 am “| Tab stops to be deared:
v -
Alignment
) Left ) Center @ Right
() Dedmal ) Bar
Leader
) 1Mone @ 2. v E=——
el
Set ] [ Clear ] [ Clear all ]
[ QK ] [ Cancel ]
v
[6]
TOTAL: 200
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